
 

 
 

 
    

POSITION DESCRIPTION  -  TRANSPORTATION 
 
  TRANSPORTATION COORDINATOR 

 
 
TITLE:    TRANSPORTATION COORDINATOR 
 
REPORTS TO:   Transportation Supervisor 
 
PRIMARY FUNCTION: The Transportation Coordinator will assist the Transportation 

Supervisor with the overall planning and supervision of the 
district Transportation Department.   

 
QUALIFICATIONS  -  EDUCATION & EXPERIENCE 
 

1. Minimum of high school diploma or equivalent, with two years of related college 
work or related work experience.  Additional training and/or coursework, preferred. 

2. Must hold a valid Michigan Chauffeur and CDL license with necessary 
endorsements. 

3. Demonstrated organizational ability. 
4. Knowledge of and experience with transportation routing systems, transportation 

department, and dispatching. 
5. Must hold a positive attitude toward the job, the district, students and staff. 
6. Ability to work cooperatively with others, and to establish and maintain effective 

working relationships with other employees and the public   
7. Excellent attendance record. 
8. Must respect the values of confidentiality and integrity, and conduct oneself in a 

professional and ethical manner. 
9. Ability to clearly communicate, both orally and written, and read and interpret 

documents and district procedures. 
10. Computer aptitude and ability to use technology to create, analyze and 

manipulate data and information. 
11. Ability to exercise initiative and effectively work independently, as well as the ability 

to troubleshoot and provide assistance to district administrator(s), staff members, 
and community. 

12. Such alternatives to the above qualifications as the Supervisor of Transportation 
may find appropriate and acceptable. 

 
ESSENTIAL DUTIES & RESPONSIBILITIES 

 
1. Assign substitute bus drivers, dispatch, assign runs and field trips, answer phones and 

respond to transportation needs. 
2. Deals with the public in a positive and constructive manner assisting with student, 

parent concerns, student misconduct procedures, informing parents in regards to 
Transportation safety issues. 

3. Maintains a good working relationship with fellow co-workers and management. 
4. Coordinate the training process for bus drivers, monitors, etc. 
5. Develop and adjust bus routing and student bus assignments using the district’s 



transportation hardware and software programs. 
6. Assist with recruiting, hiring, training, supervising, and evaluating transportation 

employees. 
7. Be knowledgeable of and assist in the daily operation of all office coverage 

procedures. 
8. Be knowledgeable of state regulations, laws, and district policies/rules pertaining to 

school transportation. 
9. Assist with maintenance of required transportation records and reports. 
10. Assume responsibility for day-to-day management of the Transportation 

Department in the absence of the supervisor. 
11. Substitute drive when necessary. 
12. Performs duties as assigned by the Transportation Supervisor. 

 
WORK ENVIRONMENT/CONDITIONS 
 

While performing the duties of this job, the employee is regularly required to walk, 
stand, sit, talk and hear.  Specific vision abilities required by this job include long range 
vision, close vision, color vision, and depth perception.  While performing the duties of 
the job, the employee will be exposed to both inside and outside work.  The position 
requires repetitive hand movement, and may require lifting students during bus 
evacuation. 

 
(The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions.  The information contained in this job description is for compliance with the 
Americans with Disabilities Act (ADA) and is not an exhaustive list of the duties performed for this position.  Additional 
duties are performed by the individuals currently holding this position and additional duties may be assigned). 

Employee shall remain free of any alcohol or non-prescribed controlled substance abuse in the workplace 
throughout his/her employment in the district. 
 

The Board of Education does not discriminate on the basis of race, color, religion, national origin, sex, 
disability, age, height, weight, marital status, or any other legally protected characteristic in its programs 
and activities, including employment opportunities. 
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